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VALVES

IF YOU JUST CAN'T FIND THE RIGHT
WORDS FOR THE VALVES BULLETS, HERE
ARE SOME SUGGESTIONS:

- SINCERE AND HONEST PERSON WHO BELIEVES IN AND
PRACTICES TEAM SUCCESS

- ACCEPTS CHALLENGES AND pOES WHATEVER IS
REQUIRED TO TACKLE THE TASK AT HAND

- COMl\1ITMENT AND LOYALTY TO WORK IS SECOND TO
NONE

- MAINTAINS A "MISSION FIRST' ATIITUDE .. ,

- SHARES EXPERTISE WITH OTHERS BY WILLlNGL Y
PROVIDING ADVICE AND TRAINING TO CO-WORKERS

- TOOK SEVERAL CLASSES TO HELP DEVELOP SKILLS
AND FIND INNOVATIVE WAYS TO ACCOMPLISH
MISSION '

- WORKS WELL WITH AND IS HIGHLY RESPECTED BY
CO-WORKERS AND SUPERIORS ALIKE

- DEFINITE POTENTIAL FOR INCREASED RESPONSI-..
BTI..ITY

- SELF-MOTIVATED; DEDICATED TO QUALITY.
PERFORMANCE

~------- ..••••••.•.!!""!"'!~••••••......••••••••.--------------



RATING DEFINITIONS
RESPONSIBILITIES/OBJECTIVES

• EXCELLENCE - Consistently exceeds level described by standards
and documented expectations; frequently produces more and/or better
than expected.

• SUCCESS - Usually perforrn.Sat level described by standards and
documented expectations. Quality/quantity of accomplishments are
generally at expected levels. S.trengths clearly outweigh weaknesses.

• NEEDS IM:PROVEMENT - Sometimes performs at level described by
standards and documented expectations, however, fails enough so that
weaknesses slightly outweigh strengths .. '

,

• FAILS ~ Frequently fails to perform at level described by standards and
documented expectations. Rarely achieves expected results. Weaknes~es
clearly outweigh strengths.

4
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TAPES
BASE SYSTEM

OVERALL PERFORMANCE RATING DEFINITIONS:

SUCCESSFUL LEVEL 1 - Ratee with no supervisory duties is rated

EXCELLENCE in 3 or more of the non-s~pervisory Responsibilities and SUCCESS

in the remaining non-supervisory Responsibilities. Ratee with supervisory duties is

rated EXCELLENCE in 4 or more Responsibilities-at least one of which must be

either SupervisionlLeadership or EEO/AA-and SUCCESS in the remainder.

SUCCESSFUL ~VEL 2 - Ratee with no supervisory duties is rated'

EXCELLENCE in at least one and SUCCESS in remainder of non-supervisory

Responsionities. Ratee with supervisory duties is rated EXCELLENCE in at least

two Aesponsibilities-one must be either SupervisionlLeadership or EEO/AA and

SUCCESS in the remainder.

SUCCESSFUL LEVEL 3 - Ratee with no supervisory duties is rated SUCCESS

in ALL· Rated Responsibilities. Ratee with supervisory duties is rated EXCELLENCE

in one or more non-supervisory Responsibilities but SUCCESS in both Supervision!

Leadership and EEO/AA or who is rated SUCCESS ih all f'!on-supervisory

Responsibilities and EXCELLENCE in either SupervisionlLeadership or EEOIAA.

FAIR - Ratee is rated NEEDS IMPROVEMENT in 1 or more Responsibilities and

not rated FAILS in any Responsibility.

UNSUCCESSFUL- Ratee is rated FAILS in 1 or more Responsibilities-regardless

of ratings assigned remaining Responsibilities.

5
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UWI".0

~ - Initiate action to procure three wareho~es inltaly .. -\r\ bvlion· ro:JCLl
G. - D~JC.'I:"AI~~ ~",i:3~fI~peetio" "I.~~w.w fu" wcU...h.e1:lr~~M." M3l' 99-. "0'0.\ d-I"l,q
S -Investigate traffic crisis and identify appropriate cOlTective action within· established time frame. lll~ 11~
5 -Complete inventOries of 1/3 existing comercial warehouses· under NMUC comrol. (,o~ carrlp:tJi:
t;;. - Develop SDP for Personal Propei'ty Movement and Storage Progyam in SWA NLT rIa" 9t:·C£nlplL~
5 -"Develop and dissemin~re Safety Checklist for warehousing activities NLT'May 91.'l-l·cn
G. - Prepare/present briefing on ~ect procurement contracting at Jaa 91 VI' arId ••ide. SJ U.!t!v~;'wu of Traffic

Management Specialties .. ' . ' .. rao°ci "l.flOr~ .

5 -Develop automated tracking system for st3.tUS/results of contractor default actions.
- Lead/supervise personnel., ... '. C,orn 9tJ:1d ~ ~tb.Lf
~-Timcly counsel subordiI!ates and e~aluateperformanCe. '/11 ~ ~I~. p. JfW£,.h
E:.- Place weak performer in Opportunity to Improve Period-NLT 30 Sep 91. fCarnova.i Q.~kc.-kd 'It
5- Complete Training' Needs Survey NL T Oct 91..

- Support EEDI Affirmative Action
S- Complete Branch Affirmative Employment Plan Annex NLT 30 Nov·g}.
S- Convert two as-II vacant positions to Upward Mobility I GS-5 to GS-II. 0Yl~ I (,0"<1ue r.l.e!;i
$;.- Nominate two subordinates to (1) serve on FWP Committee and (2) be an EED Counselor.

S E ~pc.nd tJ-WO-'\d.s 'o'.£\~-t CK\.;~Ma.('f1.s S\'U\\o... ~Cf\A.~

a~,~, Se.. r~d ,a-Uu, ~llqi'
DA FDRM 7222·1. AUG 1998 PREVIOUS EDITION IS OaSDLETt



to UST TOUR SIGNIFICANT CONTRIBUTIONS

_Revised/disseminated Warehouse Inspection Procedures - Fc:b9S ~.'
_ Represented two activities in litigation-CNAMT or contractOr default and USA IT in fire damag~~caUSedi<

by lightnin¥. Goveroment prevailed in both; total cost avoided: S35.000. ?-",
_Safety Inspection Checklist reduced costs due: to persoane:Ue:quipmem damage by S25,OOO. ~ f
_ 1300 of 3700 commercial warehouses inventories completed. Reviewed 57 on - site: and paper-arifiited ;

the"remainder .- I
_ Direct Procurement Contracting briefing at 1m 9S Symposium brought"international acclaim ..
_ SOP for Personal Propc:ny Movement and Storage in SWA enabled US to develop offensive post¥e early t

i
~ .

-Removed poor performer after Opportunity to Improve; upheld by MSPB. ~
_ Converted as-II slot to support Upward Mobility Program (UMP); selected employee at GS-5 level,

Awarded 12 employees for performance. Sent 5 employees to "technicaltraining and nominated 05-12 ror ~.. I.. ~
long-term trammg. ~. :1

_ Reorganized from 3 to 2 Sections. realigning operations and reducing manpower requirementS by 4 ~.
~ i'spaces. 'l' dr

I'

:r~
~
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WRITING EFFECTIVE OBJECTIVES

a .. Perhaps the most difficult part of the performance management
process is expressing, in writing, exactly what you expect Jrom your
employees. You know what you want, and they most likely know what you
want, but articulating that information .in definite, understandable terms is a
challenge.'

b. First, what are the differences between objectives arid standards?
The objectives tell employees what they have to do and the performance
standards tell them how well they have to do it. The objectives listed in the
performance plan must be observable, measurable, understandable,
verifiable, equitable, achievable and e~ceedab!e. They ¥e all considered
"critical". A critical objective is an element so important that failure to meet
the standards fOf it will warrant reassignment, removal or reduction in grade
of the employee .. A good place tostart the identification of the objectives is
the PD and its breakout of major duties.

c. The DA-wide standards are preprinted 9nthesupport form. The
standards measure the objectives ~stablished'for the rate., They are written at
the "Success" level. Since the stapdards are very·generic, you should .
supplement them by including some of the following measurements in 'your
ratees' objectives:

• QUANTITY - AUDITS 12 - 15 VOUCHERS PER DAY

• QUALITY -ROUTINE COMPUTER PROBLEMS RARELY NEED
FURTHER ADJUSTMENT

~'!lI.-<

• T~S - SUBMITS COMPLETED REPORTS IAW
SCHEDULE

• WORK BEHAVIOR - INTERACTS WITH CUSTOMERS IN A
COURTEOUS AND PROFESSIONAL MANNER,
DEMONSTRATING AN ABILITY TO WORK COOPERA TIVEI;Y
WITH OTHERS.

d. Helpful Hints for Writing <?bjectives:



o Avoid "Backward" Objectives; that is, be positive, rather than
negative. For example, Raters often express an objective lik.e~uNo
more than three instances of validated rudeness during the rating
period." This basically guarantees the Ratee will exceed the
Objective. Two instances of rudeness will exceed the Objective,
when really, NO rudeness should be acceptable. So, don't write
Objectives that make it acceptable. A better way to write the
Objective wouldbe to say, "Customers are treated in a courteous
manner." That's a reasonable Objective and it can easily be measured
and can be exceeded.

o Be careful not to write Objectives that are "Absolute", unless a single
failure by the Ratee could result in death,. injury, breach of s~curity or
great .monetary loss.

o Objectives should be measurable. An Objective that just describes
what is to be done but which does not describe how you are going to
measure it is worthless. For example,. "Processes service requests in
accordance with governing regulations and SOPs." As written, this
Objective is not measurable and can even be interpreted as being
absolute because it doesn't allow for even one failure. It might better
written as, "Not more than two counselings required for failure to
process service requests in accordance with governing regulations and
SOPs."

/

o Avoid the use of percentages. An Objective which reads, '"Types
documents with 95% accuracy" may be measurable, but it would
require that you review every single document the Ratee typed during
the year, count and divide the number of errors by the number of
correctly typed characters on every piece of correspondence for the
entire rating period.

o The AR requires that Objectives and Standards be written only at one
level, the Success Level. However, if employees are told what it takes
to EXCEED the Objectives and believe that, if they do, there will be a
reward,most employees will do whatever it takes to exceed.
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~ TAPES
SENIOR SYSTEM

OVERALL PERFORMANCE RATING DERN1Tl0NS:

SUCCESSFUL LEVEL 1 - Ratee with no supervisory duties is rated

EXCELLENCE in 75% or more of Objectives and SUCCESS in any remaining·

Objectives. Ratee with supervisory duties must be rated Excellence in either

Organizational ManagemenVLeadership Objective(s) or EEO/AA Objective(s).

SUCCESSFUL LEVEL 2 - Ratee with no supervisory duties is rated

EXCELLENCE in 25-74% of rated Objectives and SUCCESS in remaining

Objectives. Ratee with supervisory duties must be rated EXCELLENCE in ~ither·

Organizational ManagemenVLeadership Objective(s) ·or EEO/AA Objective(s).

SUCCESSFUL LEVEL 3 - All Ratees who are rated SUCCESS in ALL rated

Objectives or EXCELLENCE in 1% through 24% and SUCCESS in remaining

Objectives. Ratees with supervisory duties who were rated EXCELLENCE in

any number of Objectives but SUCCESS in those for both Organizational

ManagemenVLeadership and EEO/AA.

FAIR -All Ratees who are rated NEEDS IMPROVEMENT in 1 or more

. Objective(s)and not rated FAILS in any Objective.

J

UNSUqCESSFUL. All Ratees rated FAILS in 1 or more Objective (s)-

regardlessof ratings assigned other Objectives.

9
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RATING PROBLEMS EXERCISES

SITUA TION 1: You rate an employee Block2. The employee
agrees with the appraisal and wants to improve. Some genuine
differences of opinion are expressed, but theemployee makes
positive efforts to clarify the issues rather thanbe defensive.
YOUR RESPONSE:

SITUA TION 2: You rate an employee Block3. The employee
does not accept responsibility for his substandardperformance
(you were being generous with the Block.3) and blames
organization politics and other employees. YOUR RESPONSE:

SITUATION 3: You rate·an employee Block2. The employee
disagrees with elements of your appraisal andoffers specific
information to refute your findings. YOURRESPO,NSE:.

SITUA TION 4: You rate an employee Block 3. The e~ployee
refuses to sign. YOUR RESPONSE:

10



GENERAL TAPES EXERCISES

SITUA TION 1: Youmake some significant revisions to the
performance plan of one your "problem employees." The
employee's annual rating period comes to a close in 90 days,
You call your CPACrepresentative to find if you can you rate the
employee against the revised expectations in completing his
appraisal. Or, can you get an extension of the rating period?
WHAT Wll...L BE THE CPAC'S RESPONSE?

. SITUATION 2: You are the supervisor of three employees who
are due their annual appraisa1~within the next 90 days. However;
you have received a well deserved promotion to another
organization and will be leaving in two weeks. You call your
CPAC representative to find out what you s_hol\lddo about your
employees' appraisals, WHAT WILL BE THE CPAC'S
RESPONSE? .

SITUATION 3: At the end of the rating cycle, you realize that
you neglected to place your two Base System employees on a
performance plan (Counseling checklist/Record, DA Form 7223-
I), Moreover, you never provi'ded them any midpoint counseling.
You call your CPAC representative to find out how to correct the
situation. WHAT WILL BE THE CPAC' S RESPONSE?

11
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Performance Reviews Taken from Actual Employee Performance Evaluations

"Since my last report, this employee has reached rock bottom and has started to dig."

"His men would follow him anywhere, but only out of morbid curiosity."

I "I would not allow this employee to breed."

"This employee is really not so much of a has-been, but more of a definite won't be."

"Works well under constant supervision and cornered like a rat in a trap."

"He would be out of his depth in a parking lot puddle."

"This young lady has delusions of adequacy."

"He sets low personal standards and then consistently fails to achieve them."

"This employee is depri ving a village somewhere of an idiot."

"Got a full six pack, but lacks the plastic thing to hold it all together."

"A gross ignoramus - 144 tilpes worse than an ordinary ignoramus."

"He doesn't have ulcers but he's a carrier."

"He would argue with a signpost."

"When his IQ reaches 50, he should sell."

"A photographic memory, but with the lens cover glued on."

"Donated his brain to science before he was done using it.t,

"Gates are down, the lights are flashing, but the train isn't coming."

"Has two brains: one is lost and the other one is out looking for it."

"If he were any more stupid, he'd have to be watered twice a week."

"If you give him a penny for his thoughts, you'd get change."

"One neuron short of synapse."

"Some drank from the fountain of knowledge, he only gargled."

"It's hard to believe that he beat out 1,000,000 other spenn."

12..



TABLE 1 (Contributions with tangible benefits)
Estimated First-Year Benefits to (}ovemment
Up IDS 10,000 .
S 10,00 1-$100,000 ...•..-....•............

·S 100,001 or more .

13

Amount of Award
10percent of benefits
S 1,000for the flI'St S 10,000 plus 3 percent

benefits over S 10,000
13,700 for the, first S 100,000 plus .5

percent benefits over S100,000

Ouick Guide for C:llc:ulatincr Awards Based on Taneible Benefits
Benefits Award Benefit! Award Benefits Award Benefits Award Benefits .Award

UD to 10·1. 50.000 2,200 170,000 4,050 1,800,00 12.200 • 1,000 . 1,030·
S 10,000

1,000 1,030 51,000 2.230 91,000 3,430 175,000 4,075 1.900.000 12,700·
12,000 1,060 52,000 2,260 92.000 3,490 180,000 ... 4.100 2.000,000 13.200·
13,000 1,090 53,000 2.290 93.000 3,490 185,000 4,125 2,100.000 13,700·
14,000 1.120 54,000 2.320 94.000 3,520 190,000 4,150 2.200,000 14.200
15,000 1,150 55,000 2.350 95.000 3.550 195,000 4,176 2,300.000 L4,700
16,000 1.180 56,000 2.3 80 ~.OOO 3.510 200,000 4,200 2,400,000 15.200
17,000 1.210 57,000 2.410 97.000 3,610 m,ooo 4,325 2,500000 15,700·
18,000 1.240 sa,ooo 2,440 91,000 3,640 260,000 4,460 2,600,000 16.200·
19,000 1.270 59,000 2,470 99.000 3,670 215,000 4,575 2,700.000 16.700·
20,000 1.300. 60,000 2,500 100,000 3,700 300,000 4,700 2,800,000 17,200·

~ I 21,000 1,330 61,000 2,530 101,000 3,705 325,000 4,825 2,900,000 17,600·
22,000 1.360 62,000 2.560 102.000 3,710 350,000 4.950 3,000,000 18,200·
23,000 1,390 63,000 2,590 103,000 3,715 375,000 5,075 3,100,000 18,700·
24,000 1.420 64,000 2,620 104,000 3,nO 400,000 5,200 3,200,000 . 19.200·
25,000 1,450 65,000 2.6j(J 106,000 3,725 .425,000 5,325. 3,300,000 19,700·
26,000 1,480 66,000 2,680 106,000 3,730 450,000 5,450 3,400,000 20,200·
27,000 1,610 67.000 2,710 107 000 3.735 475,000 5,575 3,500,000 20,700·
28,000 1,640 61,000 2,740 108,000 3,740 600,000 5,700 3.600,000 21,200·

. 29.000 1.570 69.000 2,710 109,000 3.745 550,000 5,950 3,700,000 21,700·
30,000 1,600 70,000 2,800 110,000 3,450 600,000 6,200 3,800,000 22.200·
31,000 1,630 11,000 2,130 111,000 3,755· 650.000 6.450 3.900,000 22.700·
32,000 1,660 72.000 2,860 112.000 3,760 700,000 6.700 4.000,000 23,200·
33,000 1,690 73,000 2.890 113.000 3,765 750,000 6.950 4,100,000 23,700·
34,000 l,nO 74,000 2.920 114,000 3,770 100,000 7,200 4,200.000 24.200·
35,000 1,750 75,000 2,950 115,000 3,nS '50,000 7,450 4,300,000 24,700·
36,000 1.780 76,000 2,980 116,000 3,780 900,000 7,100 4,360,000 25.000"
37,000 1,8/0 17 ,000 3.010 117,000 . 3,785 950,000 7,950 •Awards over S 10,000
33,000 1,840 71.000 3,040 111,000 3,790 1,000,000 8,200 require the approval of
39,000 1,870 79,000 3,070 119,000 3,795 1.050,000 8,450 the OffiCI: oCPersoMel
40,000 1,900 80,000 3,100 120,000 2.800 1,100,000 8.100 Management
41,000 1.930 8 1,000 3,130 125,000 3,825 1,150.000 8.950
42,000 1,960 82,000 3,160 130,000 3,850 1,200,000 9,200 •• Ma.-umwn award
43,000 1.990 83,000 .3,190 135,000 3,875 1.250,000 9,450 Authorized by the Office

~ 44,000 2,020 84,000 3,220 140.000 3,900 1.300,000 9.700 o[PersoMel
'\ 45,000 2,050 85,000 . 3,250 145,000 3,926 1.350,000 9,950 Management A

/' 46,000 2,080 86,000 - 3,280 150,000 3,950 1.400,000 10.200· presidential award of up
47,000 2,110 87,000 3,310 155.000 3,916 1,500,000 10.700· to S 10,000 may be paid
48,000 2.140 88,000 3.340 160.000 4,000 1.600.000 11.200· in addition to the
49,000 2,1701 89.000 3,310 165,000 4,025 1,700,000 11,700· S25,OOO.

All 672-20 I JW\e 1993



: .~ ABLE 2 (S~ale of awarlb based OD iotaogible benefits)
Scale of awards based on Intangible benefits

14

LXTENT OF APPLICATION
Value of Benefit

MODERATE VALUE
Change or modification
of an opel'2ling principle Dr
procedure which bas
modcrarc value sufficient to meet dle

.',',~in.imWD standard for a cash award;
imprDvemc:nt of rather limited

""~.Iue of a product, ac:tivity,
,> ,:,~rDgnm. or service to
,:' rbc public:.

SUBSTANTIAL
VALUE
Substaadal c:ban:e or
modification of ID
operatin& priDciple or
procedure:; III imporual
improvc:mcat 10 Ibe value of a
product, activity, program. Dr service
co Ihe Dublie.
HIGH VALUE
Campletl: revision of a
basic principle or
procedure; a highly
significaDt improvement
co the value or. product. activity,
program. or service co the public

EXCEPTIONAL
VALOE
laitiaDon of. new principle or major,_=e1n:'::or

~'ity or I critical
~duc:t, activiry,

,kogranl. or servic; to
I me public.

Limited
A.ffi:cts fUnctiODS,
missioa or personae I
DrOne office, facility,
installation or au
orpaiZlUioaaJ
clement oca
hcadquaners.

Affects. small area
ofscieoce or
cecbnology.

S2S-1oo
(Compare w/S2..5O-

1.000 Tancibie
BeDcnu)

S100-150
(Calli pare .1$1.000-

1.500 Tanilble
Bcnefitl)

S2S0-500
(Calli pare wlS2,500-

5,000 Tallcible
Be.efits)

SSOO-t,oOO
(Compan ./SS,OOa-

10,000 Tancible
lleaefib)

Extended
Affects fimctions.
mission, or personnel
of several offICes.
facilities, or
installations.

Affects aD impOrt3ftt
an:a of science or
technology

S100-250
(Compare wlSl,DOO-

1.Soo Tiacibie
Beadits)

$150-500
(COlli pare wlS%,Soo.

5,000 Ta.lible
Beaclits)

SSOD-l,OOO
(Compare w/SS,ooo-

10,000 Tancibie
Benclib)

SI,000-2,500
(Calli pare w/SIO,OOO-

60,000 Tanciblc
Bencfib)

Broad
Affects fimctions,
mission or personnel
of ID entire regioaaJ
area oC commllnrl
May be applicable to
all of an iDdepcndcnt
agencY or a large
bllrelW.

AB'ects :a broad area
oC science or
techno loin'

$150-500
(Compan w/S1"Soo..

5.000 Tlftcible
Be.efiu)

,

$500.1,000
(ColDpare wJS5,oao.

.10,000 T.-lib ••
Bnefitl)

. $1,000-1..500
(Compare -ISIO,ooo..

60.000 T •• Ci••••
8••• liu)

~00.5,OOO
(COlli pare wlS6O,OOo.

360,000 Tanelble
B.ncIiU)

Genera)
Affects functions,
mission, or personnel
of several regioaaJ
areas or commands,
or aD entire'
depanmcnt.or tar:e
independent agency
Dr is iDthe, public
int=n:st throughout
the Nation or
beyond.

S500-1,ooO
(Com~re ./SS,OOO-

10,000 Taaeiblc
Be.cnts)

SI,000-2,500
(Camplre wlSlo.000-

6O.0Cl0 Tancibie
Be.cntl)

sz.sOO-s,OOO
(Compare w/S60,OOO-

360,000 Tanclble
Dcaelib)

$5,000-10,000
(COllipan

wlSJ60,oOO-t.]60,OOO
Tucibie Beaefitl)



~T ABLE 3 (Time-Off Awarw Sale for 0 siBgl. contribution)

Time-Orr Awards Scale Cor a single contribution
Value to Org:mizarion
Moderate:
(1) A contribution to a product,' activity,
program. or service to the public, which is
of sufficient value to merit formal recognition.
(2)Beneficial change or modification of
operating principles or procedures.
Substantial: .
(1) An important contribution to the value
of a product, activity, program, or semce
to the public.
(2) Significant change or modification of
operating principles or procedur::s.

. High: ,
(1) A highly significant contribution to the
value of a product, activity, program, or

, service to the public.
(.(2) Complete revision of operating
..,~ principles or procedures, with consid~rable

impact. .
ExceptioDul:
(I) a superi()r contribution to the quality of

• a critical product.
activity, program. or service to the public.
(2) initiation of a new principle or major
procedure, with
significant impact.

Number orBours
1 to 10

11 to 20

21 to 30

31 to 40
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NOMINA TIONS FOR SPECIAL ACT/ SERVICE AWARDS, ON- THE-
: SPOT AWARDS AND TIME OFF AWARDS

I~

"

,< I,

A Re-quest for Personnel Actlon(RPA) will be used to nominate, approve, process
and ~ocumeqt each of the following 'awards:"

Special Act or Service Award'(SASA)
, .. ~.

On-the-Spot (OTS) CashA~ai-d
'f_ ~ ;_,.

Time OffAward,(~~~)

For each of~ese aw.ards, the following documentation is required in the notes
section of the RPA:

1. A short description of the employee's achievement
•.• ~ ~ • -" ••• ;-~: <.' •• ~ ~

3. The dollar amount or number o(hours of the award

2. The type 'of awa~d , . ~ ...., •. , ..f" t

I .

4. The value of benefits: .' < "

For calculat~ng SA"SA ~d OTS Awards based on tangible benefits, use
Table 1, (contributions' with Tangible Benefits)

" .,; ..

. ~
Forcalculating SASA and OTS Awards based on intangible benefits, use

Table 2, (Scale of Awards Based on Intangible Benefits)

For TOAs that exceed eight hours determine the value by using Table 3,
(Time Off Awards Scale for a Singl~ q<?I;1tribution) ',.}_ .'

5. The electronic signatures of the nominating/approving officials

~. HANDOUT #16

~



1. The CPOC has implemented'a program called 'AUTONOA' which processes
Individual cash awards, time-off awards, performance awards and Quality Step
Increases (OSls) without human intervention. Since the program extracts needed
information from theHPA, the Gatekeeper Checklist is no longer required. For
AUTONOA to process the awards accurately, managers must enter specific
information in the RPA as indicated belowfor the type award requested.

Oualitv Step Increases (QSls):
• Select "Salary Change" from the Navigation Menu
• Select "Quality Step Increase" .
• On page one of the RPA, enter the NatUre of Action of "892" in block SA.
• On page four of the RPA, PART 0, "Remarks" enter the most recent

'appraisal information as follows:
Type of Appraisal: Appraisal Rating:
Approval Date of Appraisal:

Monetary Awards:
• Select "Award/Ohe Time Payment" from the Navigation Menu
• On page one of the RPA:

~ Enter the employee's name in block
~ Enter Nature of Action "840" in block SA

• On page two of the RPA, enter the dollar amount or the percentage of
basic pay in block,

• On page four ofthe RPA, PART 0, "Remarks" enter the type of award with,
one of the following word combinations as written:

o On-the-spot
o Performance Award
o Special Act or Service "

• If the award is a performance award, you will need to enter the additional
information for the most recent appraisal in the following format:

,Type of Appraisal: Appraisal Rating:
Approval Date <?fAppraisal:

Time Off Awards:
• Select "Award/One Time Payment" from the Navigation Menu
• On page one of the RPA:

o Enter the employee's name in block
o Enter the Nature of Action "846" in block SA

• On' page two of the RPA, enter the number of hours in block

2. If the RPA does not contain the data requested in #1 above, then the award
will error. If appraisal data is needed and the appra,isal has not been forwarded
to the CPAC, or the appraisal data is not contained on the RPA, PART D,
"Remarks", the CPOC will request the information. If the information is not
received within S days, the RPA will be returned to management.

17



This is an example of what the Remarks section would look like for a
Performance Award:

/8
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